Cheat sheet - Outlook for iOS i Microsof

Connect. Organize. Get things done. If you don't have Outlook for iOS,
download it from the Apple Store.

2 n the
‘ App Store

N

Focused Other /7 Filter
Tap Menu to see Folders or i
Settings{_; for: L 9, Mgo— Tap Filter to only show messages
* Focused Inbox that are Unread, Flagged or have
+  Swipe Options Cogter Sales vs Camera Sales

) : i Attachments.

N organize By Thread HeyMegan, | was looking at the Contoso Q2

Salgs Data in Power BI. It looks like our camera...

an Miller 9/2318
nse reports

Tap to switch between Focused Hi Nlegan, Have you submitted your expense
and Other messages Focused reports yet? Finance needs those to wrap up t...
shows important emails while the

; 0/23/18
rest are found on the Other tab. Henrietta Mueller o

RE: Project update?
That sounds great — how about | find some
time this week for us to chat about it? From...

Items arranged by conversation
4 @—— thread indicate number of items
in the conversation.

Nestor Wilke 9/23/18
Please send customer info

Hi Megan, I'm preparing for our meeting with
Northwind, can you please send me that Excel...

(o0}

Joni Sherman 9/23/1
Potluck Party Recipe

SWIpe "ght or left to take action . Hello everyone, I'm so glad you enjoyed my

on a message. Caramel Apple Cheesecake. Many of you have...
Isaiah Langer 9/23/18
Please Forward Contoso patent document  ( Tap Search to show contacts,
Hi Megan, | don't have Alex Darrow's email files, and upcoming reservations
address, please forward Contoso patent docu... and deliveries. Double tap for the
Q @ Search box.

o |
Change settings Add a favorite folder

X Settings Tap Swipe Options > Edit Vv
[~ Swipe Right or
Mail Swipe Left and select Favorites
an action.

Notifications
[ Project Falcon

Default meqdnbu]‘ccmlom com .—

From the menu, tap

Signature Get Outlook for iOS Folders the pencil icon for
Swipe Options Set Up / Archive Tap Focused Inbox fiei Edit settings. Tap
to turn Focused Inbox the s'gar icon to
Focused Inbox () [ @) on or off. = — favorite a folder.
Badge Count Focused Inbox .
Tap Organize by P> Ssentltems
Organize By Thread 0,_ Thread to arrange
messages as = Archive

conversation threads.

© 2018 Microsoft Corporation. All rights reserved. Page 1 of 2


https://itunes.apple.com/app/id951937596?mt=8
https://itunes.apple.com/app/id951937596?mt=8

Cheat sheet - Outlook for iOS

m Microsoft

Find Folders

Office 365
\ [ru meganb@contoso.com
e Folders 4
. Inbox 22

0 [] Internal scr Tap Menu, and then press and
hold an account icon to see a list of

(] Project Fale folders for that account.

r:/ Drafts 2 .

Attach a file from OneDrive

N4 New Message >

meganb@contoso.com

%

To: Nestor Wilke
Cc/Bcc:

Subject: Proposal review

>
Northwind Traders Proposal.docx Tap Compos.e Attach
573 KB and select a file.

Please review and leave feedback in the doc.

Thanks,
Megan

Get Outlook for iOS | @==-

RSVP to an invitation

@} Prelim scope for Q4 budget
Tomorrow, 14:00 (1h)
Conflict: Tailspin Toys Proposal Revie...

: Tailspin Toys
| Proposal Review +

Prelim scope for
Q4 budget

Tap RSVP in a meeting
invitation, and then tap
Accept, Tentative, or
16:00 Decline. You can also
choose to not send a
reply to the sender.

| @)

0
Project Tailspin

Notify Organizer

Add message (optional)

Accept Tentative Decline
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Mark and flag messages

ooo

P4
N
Prelim scope for Q4 budget

Adele Vance
' To Nestor Wilke, Lee Gu an

@ Tomorrow, 14:00 (1h)

budget.

o

i =

104 IN @ message, tap ...
- More, and then tap
Mark Unread or Flag.

RSVP

Conflict: Tailspin Toys Proposal Revi..

Let's coordinate sources and scope for the Q4

View contact cards

Tester
19/3123

[] jordanm@contoso.com
(. +17325550102
g\,—‘> jordanm@contoso.com

Show More

Reports to

, LeeGu
A Director

Show Organization

. In an email, tap a contact
Jordan Miller @———— P

name to see their phone
number, email address,
and more.

Tap Show Organization
to see a contact’s
) organization tree.
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In Calendar, tap View
and select Agenda, Day,
or 3-Day view.
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